Civil Service Rules 

of the 

City of Los Angeles 






Certification 



“Providing to the 
appointing authority 
the names and addresses 
of persons who are 
legally qualified 
for consideration for 
employmenf’ 


CSC Rule 1.8 




Rule of Three Whole Scores 

All scores rounded off to 
nearest whole number 
All persons in each score ranked the same 
Departments may appoint from top three 
whole scores or five more names than 
number of vacancies, whichever is greater 



CSC Rule 5.2-53, 5.8-5.9 



open Vs. Promotional Lists 

If both open and promotional exam, 
promotional list certified first 

Open list - fail to report 3 times, no longer 
certified 

Promotional list - no consequence for 
failure to report 

Most eligible lists last 2 years, continuous 
lists for 6 months 


CSC Rule 5.5, 5.11 





Limited Appointment 



“An appointment from an eligible list to a 
limited position or to substitute for an 
ineumbent temporarily absent... for less 
than the length of probationary period.” 


CSC Rule 1.5a, 515 




Intermittent Appointment 



“An appointment 
(from an eligible 
list) to a position 
the duties of which 
are performed on a 
recurrent basis,” ie., 
Lifeguard. 

CSC Rule 1.5b 




Probation 


“The working test period during which 
an employee is required to demonstrate 
his/her fitness by the actual performance 
of the duties and responsibilities of his/her 
position and during which he/she may be 
terminated without right of appeal to the 
Board of Civil Service Commissioners.” 


CSRule 1.26 






Probationary Periods 


• Most City classes - 6 months 

• Management classes - 1 year 

• Police Officer - 18 months 

• Firefighter - 1 year 

• Police Service Representative - 1 year 

CS Rule 5.26 






Extension of Probation 


Mandatory when 
employee is absent 
more than seven (7) 
calendar days for 
any reason, except 
vacation and time 
off for overtime. 



CSC Rule 5.26 






Emergency Appointments 



“In order to prevent the 
stoppage of publie business 
or to meet extraordinary 
exigeneies, emergeney 
appointments may be 
made.. .and.. .must be 
terminated when a regular 
appointment can be made.” 


CSC Rule 1.5a, 5.27 






Emergency Appointments 



Appointee must meet 
bulletin requirements 

Good for 120 days 

May be extended 
additional 120 days if no 
eligible list available 





Transfer 



“The change of an 
employee from one 
department to a position 
to which he/she may be 
legally assigned in 
another department .” 


CSC 1.38a 








Regular Vs. Tentative Transfer 



Regular transfer is 
permanent 

Tentative transfer - up 
to six months to return 
to previous department 

Departments deeide 
whether transfer is 
regular or tentative 


CSC Rule 1.38, 6.1 


Transfers During Probation 



Any employee who 
has not completed 
probation prior to 
transferring to 
another department 
“shall start a new 
probationary 
period.” 


CSC Rule 6.2 







Reversion 




“The change of an 
employee from one class to 
another class in which the 
employee had a regular 
appointment....” 

Position must be vacant 

Start probation over if 
employee reverts to a class 
in which he/she did not 
complete his/her probation 


CSC Rule 1.32, 6.5 




1014 Transfers 


The change from one class to another in the 
same or different department 

Used for medical accommodations, layoff 
avoidance, and for the “good of the 


service. 


59 


Must not result in a promotion 
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Leaves of Absence 



• Time off without pay 

• Must be approved in 
advanee 

• Up to 15 days-by 
Department head only 

• Up to 1 year - also need 
approval from Personnel 
Department 


CSC Rule 7.3, 7.4 







Protective Leave 


“Whenever a regular employee receives 
another regular, limited, intermittent, or 
emergency appointment or an appointment 
to a temporary training position, he/she is 
considered automatically on leave of 
absence from his/her former position while 
servin2 the probationary period ....” 


CSC Rule 7.7 








Disciplinary Hearings 


M 



For suspensions of 6 
days or more, and 
discharges 

Conducted by 
hearing examiners - 
“third party neutrals’ 

Like a court of law 
but without the jury 

CSC Rule 12 








Skelly 



Due process 


Department required to 
conduct a fair and 
thorough investigation 


Employee entitled to 
know charges against 
him/her and respond to 
charges before discipline 
imposed 


CSC Rule 12 






Civil Service Commission 



• Based on hearing 
examiner report, find 
for or against 
department 

• Cannot retry matter 

• Can recommend to 
appointing authority to 
reduce discipline, if 
he/she consents 


CSC Rule 12 






Quiz 


1. Under the Rule of Three Whole Scores, 
departments are entitled to make a 

selection from the top_whole 

scores or_more names than the 

number of vacancies to be filled, 
whichever is greater. 





Quiz 


2. An employee ean only revert to a position 
in which he/she previously had a regular 
appointment and is_. 


3 An intermittent appointment is made from 
a(n)_list. 





Quiz 


4. While on probation, an employee is on 

leave. 


5. Candidates on open lists who fail to report 

_times are no longer certified 

from that list. 







Quiz 


6. A transfer under the Civil Service Rules is 

a change from a position in one_ 

to the same position in a different 


7. Emergency appointments are good for 

_days but may be extended an 

additional_days if there is no list. 











Quiz 


8. A six-month leave of absence must be 

approved by the employee’s appointing 
authority and the_Department. 

9. An employee may return to his/her former 

department within the first_months 

of a tentative transfer. 







Quiz 


10. An absence of more than_days will 

extend an employee’s probation by the 
same number of days. 

11. An employee who transfers to another 

department during probation_ 










Quiz 


12. An employee may appeal a suspension of 

more than_days. 

13. The purpose of the Skelly meeting is to 

provide the employee_. 








Quiz 


14. If an eligible list has both open and 

promotional candidates, the_ 

candidates are certified first. 


15. The probationary period for most 
employees is_. 








Answers 


1. 

three, five 

9. 

six 

2. 

vaeant 

10. 

seven 

3. 

eligible 

11. 

starts probation 

4. 

proteetive 


over again 

5. 

three 

12. 

five 

6. 

department 

13. 

due proeess 

7. 

120, 120 

14. 

promotional 

8. 

Personnel 

15. 

six months 



